
ALEAT Access  
Providing an Invitation Code 

To use ALEAT the individual from the LEA must have access to Common Logon found on the ADE 

website. The authorized LEA signatory must contact the ADE at Enterprise@azed.gov to authorize 

Common Logon access for the employee. Then the LEA administrator in ALEAT can go into Setup & 

Maintenance to add users and provide invitation codes. 

To update LEA users and issue 

invitation codes for new users, 

click on “Setup & Maintenance” 

in the upper right hand corner 

of the page. Then click on the 

“Users” link on the left. 

mailto:Enterprise@azed.gov


When you reach the Contact 

Administration page, click on 

the “+Add User” link and 

complete the template to send 

a new employee an invitation 

code. 

 

When creating an 

invitation code for a 

principal, click on the 

school radio button. Then, 

click on the blank drop 

down box on the left and 

show LEA name, then click 

on the blank drop down 

box on the right and find 

the school name. 

When creating an invitation 

code for an individual who will 

work at the LEA level, click on 

the LEA radio button, and click 

on the LEA name. 

 

Complete the user 

information and 

review the email 

address for 

accuracy; this is 

used for all 

communication in 

ALEAT.  

 

Include the 

employee’s phone 

number, position 

and department. To 

save information 

and send the 

invitation code,  

click on “Create 

Account.” 

Check the 

“Administrator” 

box if the 

individual will 

have authority to 

submit 

information to 

the state and 

manage users in 

ALEAT. 



ALEAT 
Managing the LEA User List 

It is the LEA’s responsibility to annually update the LEA user list. It is recommended that at the beginning of 
each school year the LEA user list is updated by disassociating employees who are no longer with the LEA or 
no longer in a position to be working in ALEAT. 
 

 
 

To remove a person no longer 
associated with the LEA, click on 
Show Advanced Filters. 
 
In the drop down box for Organization 
choose your LEA name. To see 
everyone associated with schools and 
LEAs have the box show All Levels, or 
you can just show LEA users or 
Schools users only by changing the 
choice for Levels. 
 
Once you see the name of the 
individual you need to disassociate 
click on their name or on Edit next to 
their name. 
 



 

 

To remove the employee, click 
on “remove” and when the pop 
up box appears asking if you 
want to remove the association 
with all monitoring and plan 
roles, click “OK”. 

To change the user level, click 

on “Edit All” and choose the 

individuals role In ALEAT by 

marking the Radio button for 

Admin or User.  Then click on 

“Update All” 

 


